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FOREWORD

The occupational analysis project was conducted by The Instructional Materials
Laboratory, Trade and Industrial Education, The Ohio State University in con-
junction with the State Department of Education, Division of Vocational Educa-
tion pursuant to a grant from the U.S. Office of Education.

The Occupational Analysis project was proposed and conducted to train voca-
tional educators in the.techniques of making a comprehensive occupational
analysis. Instructors were selected from Agriculture, Business, Distributive,
Home Economics and Trade and Industrial Education to gain experience in
developing analysis documents for sixty-one different occupations. Represem-

tatives from Business, Industry, Medicine, and Education were involved with
the vocational instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning

and development of the project strategies. The analysis process was based
on sound principles of learning and behavior. Phase two was the identifica-

tion, selection and orientation of all participants. The training and work-

shop sessions constituted the third phase. Two -week workshops were hell

during which teams of vocational instructors conducted an analysis of the
occupations in which they had employment experience. The instructors were

assisted by both occupational consultants and subject matter specialists.

The project resulted in producing one hundred two trained vocational instruc-
tors capable of conducting and assisting in a comprehensive analysis of

various occupations. Occupational analysis data were generated for sixty-one

occupations. The analysis included a statement of the various tasks performed

in each occupation. For each task the following items were identified:
tools and equipment; procedural knowledge; safety knowledge; concepts and

skills of mathematic:, science and communication needed for successful per-

formance in the occupatiov. The analysis data provided a basis for generating

instructional materials, course outlines, student performance objectives,

criterion measures as well as identifying specific supporting skills and

knowledge in the academic subject areas.



PREFACE

Training of young people in the distributive occupations has been rather narrowly
confined to the actual retailing of goods. Relatively little attention has been
given to moving goods through the distributive channels between producer and consumer.

The duties and tasks involved in the day to day operations of a motor freight termi-
nal are covered in this book. The size of a transportation organization has a great
influence on the number of people required to carry on what is essentially a clerical
function. This refers to those duties which are not related to the actual handling
of freight, nor of managing.

This clerical function has been broken down into dispatcher and terminal clerk. In a
small operation one person might perform both jobs, while in a larger company, from
one to three people might share the dispatch operation, and four or more the clerical
job.

All of the clerical and dispatch duties and tasks performed in the terminal of a
common carrier in the trucking industry are included. Different operations would be
necessary in the companies of contract carriers (trucks), the railroad industry or
air freight companies. Although the individual tasks might differ, the same basic
functions of record-keeping, dispatching, tracing, cashiering, billing and customer
service are found in all areas of the transportation industry.

vii
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JOB DESCRIPTION

A terminal clerk is the person responsible for all clerical work done to maintain the

necessary records on inbound and outbound freight, including the rating, billing,

cashiering, and accounting for receivables.
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Duty A Applying Rates

1 Determine destination and applicable tariff
2 Determine rate base for shipment
3 Classify each item of shipment to determine freight classification
4 Determine proper rate
5 Calculate final freight bill
6 Maintain tariff file in current condition

1
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Duty B Preparing Freight Bill

1 Collect billing date
2 Type freight bill
3 Distribute copies of
4 Prepare freight bill

(from bill of lading)

freight bill
for mailing
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Duty C Tracing Freight

1 Receive customers' requests (for tracing freight)

2 Contact points of origin and intermediate points
3 Contact destination point and intermediate points
4 Expedite .freight
5 Advise customer of freight progress
6 Keep records of unsettles tracing request

33
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Duty D Handling Overages and Shortages to Incoming Freight

1 Check freight on hand
2 Read incoming freight bills to determine overage or shortage (of freight)
3 Recount incoming merchandise to compare with statement (freight bill)
4 Type overage and shortage reports
5 Maintain files of unsettled overages and shortages
6 Ship overage material to proper destination
7 Handling freight shortagea
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Duty E Handling Damage

1 Inspect incoming material for proper packaging and container damage on receipt
or reported damage

2 Type and distribute damage reports
3 Maintain file of unsettled damage cases
4 Receive customer complaints about damaged freight
5 Take appropriate salvage or repair action

55



g2
(T

A
S

K
 S

T
A

T
E

M
E

N
T

)
I
N
S
P
E
C
T
 
I
N
C
O
M
I
N
G
 
M
A
T
E
R
I
A
L
 
F
O
R
 
P
R
O
P
E
R
 
P
A
C
K
A
G
I
N
G
 
A
N
D
 
C
O
N
T
A
I
N
E
R
 
D
A
M
A
G
E
 
O
N
 
R
E
C
E
I
P
T
 
O
F
 
R
E
P
O
R
T
E
D
 
D
A
M
A
G
E

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

H
A

Z
A

R
D

D
a
m
a
g
e
 
r
e
p
o
r
t
 
f
r
o
m
 
d
o
c
k

A
c
t
u
a
l
 
c
a
r
t
o
n
s
 
t
h
a
t
 
a
r
e
 
d
a
m
a
g
e
d

K
n
i
f
e

C
r
o
w
b
a
r

H
a
m
n
e
r

W
i
r
e
 
c
u
t
t
e
r

F
r
e
i
g
h
t
 
b
i
l
l

G
o
 
t
o
 
d
o
c
k
 
a
r
e
a
 
r
e
s
e
r
v
e
d
 
f
o
r
 
d
a
m
a
g
e
d

f
r
e
i
g
h
t

L
o
o
k
 
a
t
 
c
a
r
t
o
n
s
 
t
o
 
d
e
t
e
r
m
i
n
e
 
a
m
o
u
n
t
 
o

d
a
m
a
g
e

O
p
e
n
 
b
a
d
l
y
 
d
a
m
a
g
e
d
 
c
o
n
t
a
i
n
e
r
s
 
t
o
 
c
h
e
c
k

f
o
r
 
m
e
r
c
h
a
n
d
i
s
e
 
d
a
m
a
g
e
 
(
i
f

n
e
c
e
s
s
a
r
y
)

O
r
d
e
r
 
r
e
w
r
a
p
p
i
n
g
 
o
f
 
l
e
s
s
 
b
a
d
l
y
 
d
a
m
a
g
e
d

o
r
 
i
m
p
r
o
p
e
r
l
y
 
p
a
c
k
a
g
e
d
 
i
t
e
m
s

M
a
r
k
 
d
a
m
a
g
e
s
 
o
n
 
f
r
e
i
g
h
t
 
b
i
l
l

D
E

C
IS

IO
N

S

W
h
e
t
h
e
r
 
o
r
 
n
o
t
 
t
o
 
o
p
e
n
 
c
o
n
t
a
i
n
e
r

C
U

E
S

E
R

R
O

R
S

C
o
n
t
a
i
n
e
r
 
w
i
t
h
 
a
n
y
 
v
i
s
i
b
l
e
 
d
a
m
a
g
e
s

N
o
t
 
o
p
e
n
i
n
g
 
w
h
e
n
 
t
h
e
r
e
 
i
s
 
i
n
t
e
r
n
a
l

d
a
m
a
g
e

C
o
n
t
a
i
n
e
r
 
t
h
a
t
 
r
a
t
t
l
e
s
 
w
h
e
n
 
m
o
v
e
d

C
o
n
t
a
i
n
e
r
 
t
h
a
t
 
l
e
a
k
s



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

I
N
S
P
E
C
T
 
I
N
C
O
M
I
N
G
 
M
A
T
E
R
I
A
L
 
F
O
R
 
P
R
O
P
E
R
 
P
A
C
K
A
G
I
N
G
 
A
N
D
 
C
O
N
T
A
I
N
E
R
 
D
A
M
A
G
E
 
O
N
 
R
E
C
E
I
P
T
 
O
F
 
R
E
P
O
R
T
E
D
 
D
A
M
A
G
E

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

S
i
m
p
l
e
 
m
a
c
h
i
n
e
s
 
u
s
e
d
 
t
o
 
g
a
i
n
 
m
e
c
h
a
n
i
c
a
l
 
a
d
v
a
n
t
a
g
e

[
W
i
r
e
 
c
u
t
t
e
r

s
i
m
p
l
e
 
m
a
c
h
i
n
e
]

W
o
r
k
 
i
n
p
u
t
,
 
w
o
r
k
 
o
u
t
p
u
t
,
 
f
r
i
c
t
i
o
n
 
a
n
d
 
e
f
f
i
c
i
e
n
c
y
 
i
n

s
i
m
p
l
e
 
m
a
c
h
i
n
e
s
 
[
W
i
r
e
 
c
u
t
t
e
r

s
i
m
p
l
e
 
m
a
c
h
i
n
e
]

W
h
o
l
e
 
n
u
m
b
e
r
s

N
u
m
b
e
r
 
r
e
c
o
g
n
i
t
i
o
n

U
s
e
 
o
f
 
N
u
m
b
e
r
s
 
(
w
i
t
h
o
u
t
 
c
a
l
c
u
l
a
t
i
o
n
)

C
o
u
n
t
i
n
g

.
.
.
. J

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
SK

IL
L

S 
/C

O
N

C
E

PT
S

l
e
a
d
i
n
g

V
i
e
w
i
n
g

T
o
u
c
h
i
n
g

W
r
i
t
i
n
g

i
i

.

D
a
m
a
g
e
 
r
e
p
o
r
t

F
r
e
i
g
h
t
 
b
i
l
l

P
a
c
k
a
g
e
s

P
a
c
k
a
g
e
s

M
e
m
o
 
o
n
 
f
r
e
i
g
h
t
 
b
i
l
l

.

C
o
m
p
r
e
h
e
n
s
i
o
n

I
n
f
o
r
m
a
t
i
o
n
a
l
 
r
e
p
o
r
t

T
e
r
m
i
n
o
l
o
g
y

D
e
s
c
r
i
b
i
n
g

D
e
t
a
i
l
 
/
I
n
f
e
r
e
n
c
e

D
e
s
c
r
i
m
i
n
a
t
e
:

s
i
z
e
,
 
s
h
a
p
e
;
 
d
a
m
a
g
e

M
e
m
o
 
f
o
r
m
a
t

5
7



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

T
Y
P
E
 
A
N
D
 
D
I
S
T
R
I
B
U
T
E
 
D
A
M
A
G
E
 
R
E
P
O
R
T
S

A
m
.

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N

C
ol

P
E

R
F

O
R

M
A

N
C

E
 K

N
O

W
LE

D
G

E
S

A
F

E
T

Y
H

A
Z

A
R

D

T
y
p
e
w
r
i
t
e
r

D
a
m
a
g
e
 
r
e
p
o
r
t
 
f
o
r
m
s

C
a
r
b
o
n
 
p
a
p
e
r

E
n
v
e
l
o
p
e

M
a
i
l
i
n
g
 
m
a
c
h
i
n
e
 
o
r
 
s
t
a
m
p
s

F
r
e
i
g
h
t
 
b
i
l
l
 
w
i
t
h
 
d
a
m
a
g
e
 
n
o
t
a
t
i
o
n
s

C
l
a
i
m
 
d
e
p
a
r
t
m
e
n
t
 
a
d
d
r
e
s
s

T
r
a
n
s
f
e
r
 
a
l
l
 
p
e
r
t
i
n
e
n
t
 
i
n
f
o
r
m
a
t
i
o
n
 
f
r
o
m

f
r
e
i
g
h
t
 
b
i
l
l
 
t
o
 
d
a
m
a
g
e
 
r
e
p
o
r
t
 
f
o
r
m

T
y
p
e
 
o
r
i
g
i
n
a
l
 
a
n
d
 
t
h
r
e
e
 
c
o
p
i
e
s

P
u
t
 
c
l
a
i
m
 
d
e
p
a
r
t
m
e
n
t
 
c
o
p
y
 
i
n
 
m
a
i
l
 
o
r

s
e
n
d
 
t
o
 
c
l
a
i
m
 
d
e
p
a
r
t
m
e
n
t

P
u
t
 
t
w
o
 
c
o
p
i
e
s
 
i
n
 
c
u
r
r
e
n
t
 
d
a
t
a
g
e
 
f
i
l
e

u
n
t
i
l
 
c
a
s
e
 
i
s
 
s
e
t
t
l
e
d

N
a
i
l
 
o
n
e
 
c
o
p
y
 
t
o
 
o
r
i
g
i
n
 
t
e
r
m
i
n
a
l

D
E

C
IS

IO
N

S

D
e
c
i
d
e
 
w
h
a
t
 
i
n
f
o
r
m
a
t
i
o
n
 
i
s
 
p
e
r
t
i
n
e
n
t

C
U
E
S

D
a
m
a
g
e
 
r
e
p
o
r
t
 
f
o
r
m

E
R

R
O

R
S

T
y
p
o
g
r
a
p
h
i
c
a
l
 
e
r
r
o
r

I
n
a
c
c
u
r
a
t
e
 
i
n
f
o
r
m
a
t
i
o
n
 
o
n
 
r
e
p
o
r
t



(T
A

SK
ST

A
T

E
M

E
N

T
)

T
Y

P
E

 A
N

D
 D

IS
T

R
IB

U
T

E
D

A
M

A
G

E

S
C

IE
N

C
E

...
...

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

E
x
h
i
b
i
t
 
c
a
p
a
c
i
t
y
 
t
o
 
a
s
c
e
r
t
a
i
n
 
b
e
s
t
 
s
e
r
v
i
c
e
 
f
o
r
 
c
u
s
t
o
m
e
r

M
a
i
n
t
a
i
n
 
c
o
n
s
c
i
o
u
s
 
a
w
a
r
e
n
e
s
s
 
o
f
 
t
h
e
 
n
e
e
d
 
f
o
r
 
b
a
l
a
n
c
e

b
e
t
w
e
e
n
 
t
e
n
s
i
o
n
 
a
n
d
 
r
e
l
a
x
a
t
i
o
n

M
a
i
n
t
a
i
n
 
a
w
a
r
e
n
e
s
s
 
o
f
 
p
h
y
s
i
c
a
l
 
e
x
p
r
e
s
s
i
o
n
s
 
b
a
s
i
c
 
t
o
 
p
e
a
k

p
h
y
s
i
c
a
l
 
p
e
r
f
o
r
m
a
n
c
e

M
a
i
n
t
a
i
n
 
a
w
a
r
e
n
e
s
s
 
o
f
 
q
u
a
l
i
t
i
e
s
 
b
a
s
i
c
 
t
o
 
o
p
t
i
m
a
l
 
m
e
n
t
a
l

p
e
r
f
o
r
m
a
n
c
e
:

a
t
t
e
n
t
i
o
n
,
 
o
b
s
e
r
v
a
t
i
o
n
,
 
c
o
n
c
e
n
t
r
a
t
i
o
n
,

m
e
n
t
a
l
 
c
l
a
r
i
t
y
 
a
n
d
 
o
r
g
a
n
i
z
a
t
i
o
n

.

W
h
o
l
e
 
n
u
m
b
e
r
s

N
u
m
b
e
r
 
r
e
c
o
g
n
i
t
i
o
n

U
s
e
 
o
f
 
N
u
m
b
e
r
s
 
(
w
i
t
h
o
u
t
 
c
a
l
c
u
l
a
t
i
o
n
)

C
o
u
n
t
i
n
g
,
 
I
n
d
e
x
i
n
g
,
 
R
e
c
o
r
d
i
n
g

B
a
s
i
c
 
A
r
i
t
h
m
e
t
i
c
 
S
k
i
l
l
s
 
a
n
d
 
C
o
n
c
e
p
t
s

E
s
t
i
m
a
t
i
o
n
,
 
G
u
e
s
s
 
a
n
d
 
c
h
e
c
k
 
m
e
t
h
o
d

M
e
a
s
u
r
e
m
e
n
t
:

n
o
n
 
g
e
o
m
e
t
r
i
c

M
o
n
e
y

-
-

C
O

M
M

U
N

IC
A

T
IO

N
S

I 1 ;

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

W
r
i
t
i
n
g

R
e
a
d
i
n
g

.

T
y
p
e

P
e
n
m
a
n
s
h
i
p

I
n
f
o
r
m
a
t
i
o
n
a
l
 
r
e
p
o
r
t
s

T
e
r
m
i
n
o
l
o
g
y

C
o
m
p
r
e
h
e
n
s
i
o
n

D
e
t
a
i
l
/
I
n
f
e
r
e
n
c
e

I
n
f
o
r
m
a
t
i
o
n
a
l
 
r
e
p
o
r
t
s

T
e
r
m
i
n
o
l
o
g
y

59



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

M
A
I
N
T
A
I
N
 
F
I
L
E
 
O
F
 
U
N
S
E
T
T
L
E
D
 
D
A
M
A
G
E
 
C
A
S
E
S

T
O

O
L

S,
 E

Q
U

IP
M

E
N

T
, M

A
T

E
R

IA
L

S,
O

B
JE

C
1S

 A
C

T
E

D
 U

P
O

N
PE

R
FO

R
M

A
N

C
E

 K
N

O
W

L
E

D
G

E

Ir
w

in

SA
FE

T
Y

 -
- 

H
A

Z
A

R
D

F
i
l
e
 
c
a
b
i
n
e
t

T
w
o
 
c
o
p
i
e
s
 
o
f
 
d
a
m
a
g
e
 
r
e
p
o
r
t

D
e
v
e
l
o
p

f
i
l
i
n
g
 
s
y
s
t
e
m

P
u
t
 
f
o
r
m
 
i
n
 
f
i
l
e
 
i
n
 
p
r
o
p
e
r
 
p
o
s
i
t
i
o
n

R
e
t
r
i
e
v
e
 
f
o
r
m
s
 
t
o
 
a
d
d
 
i
n
f
o
r
m
a
t
i
o
n

P
u
l
l
 
f
i
l
e
s
 
w
h
e
n
 
d
a
m
a
g
e
 
c
a
s
e
 
i
s
 
s
e
t
t
l
e
d

,

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

D
e
t
e
r
m
i
n
e
 
f
i
l
i
n
g
 
s
y
s
t
e
m

E
f
f
i
c
i
e
n
c
y
 
a
t
 
r
e
t
r
i
e
v
a
l

P
l
a
c
i
n
g
 
f
o
r
m
s
 
i
n
 
w
r
o
n
g
 
p
l
a
c
e
 
i
n
 
f
i
l
e
s

P
u
l
l
i
n
g
 
o
r
 
m
a
r
k
i
n
g
 
w
r
o
n
g
 
f
i
l
e



S
T

A
T

E
M

E
N

T
)

M
A
I
N
T
A
I
N
 
F
I
L
E
 
O
F
 
U
N
S
E
T
T
L
E
D
 
D
A
M
A
G
E
 
C
A
S
E
S

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

E
x
h
i
b
i
t
 
c
a
p
a
c
i
t
y
 
t
o
 
a
s
c
e
r
t
a
i
n
 
b
u
t
 
s
e
r
v
i
c
e
 
f
o
r
 
c
u
s
t
o
m
e
r

M
a
i
n
t
a
i
n
 
c
o
n
s
c
i
o
u
s
 
a
w
a
r
e
n
e
s
s
 
o
f
 
t
h
e
 
n
e
e
d
 
f
o
r
 
b
a
l
a
n
c
e

b
e
t
w
e
e
n
 
t
e
n
s
i
o
n
 
a
n
d
 
r
e
l
a
x
a
t
i
o
n

M
a
i
n
t
a
i
n
 
a
w
a
r
e
n
e
s
s
 
o
f
 
p
h
y
s
i
c
a
l
 
e
x
p
r
e
s
s
i
o
n
s
 
b
a
s
i
c
 
t
o
 
p
e
a
k

p
h
y
s
i
c
a
l
 
p
e
r
f
o
r
m
a
n
c
e

M
a
i
n
t
a
i
n
 
a
w
a
r
e
n
e
s
s
 
o
f
 
q
u
a
l
i
t
i
e
s
 
b
a
s
i
c
 
t
o
 
o
p
t
i
m
a
l
 
m
e
n
t
a
l

p
e
r
f
o
r
m
a
n
c
e
:

a
t
t
e
n
t
i
o
n
,
 
o
b
s
e
r
v
a
t
i
o
n
,
 
c
o
n
c
e
n
t
r
a
t
i
o
n
,

m
e
n
t
a
l
 
c
l
a
r
i
t
y
 
a
n
d
 
o
r
g
a
n
i
z
a
t
i
o
n

W
h
o
l
e
 
n
u
m
b
e
r
s

.

N
u
m
b
e
r
 
r
e
c
o
g
n
i
t
i
o
n

U
s
e
 
o
f
 
N
u
m
b
e
r
s
 
(
w
i
t
h
o
u
t
 
c
a
l
c
u
l
a
t
i
o
n
)

I
n
d
e
x
i
n
g

J
C

O
M

M
U

N
IC

A
T

IO
N

S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

R
e
a
d
i
n
g

D
a
m
a
g
e
 
c
l
a
i
m
s

C
o
m
p
r
e
h
e
n
s
i
o
n

I
n
f
o
r
m
a
t
i
o
n
a
l
 
r
e
p
o
r
t
s

T
e
r
m
i
n
o
l
o
g
y



(
T
A
S
K

S
T

A
T

E
M

E
N

T
)

R
E
C
E
I
V
E
 
C
U
S
T
O
M
E
R
 
C
O
M
P
L
A
I
N
T
S
 
A
B
O
U
T
 
D
A
M
A
G
E
D
 
F
R
E
I
G
H
T

t
i

r
 
y
1

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

P
E

R
F

O
R

M
A

N
C

E
 K

N
O

W
LE

D
G

E
S

A
F

E
T

Y
H

A
Z

A
R

D
O

B
JE

C
T

S
 A

C
T

E
D

 U
P

O
N

P
h
o
n
e

A
n
s
w
e
r
 
a
n
y
 
p
h
o
n
e
 
c
a
l
l
 
a
b
o
u
t
 
d
a
m
a
g
e

L
e
t
t
e
r
s
 
o
f
 
c
o
m
p
l
a
i
n
t

G
e
t
 
a
l
l
 
p
e
r
t
i
n
e
n
t
 
i
n
f
o
r
m
a
t
i
o
n
 
a
b
o
u
t

m
e
r
c
h
a
n
d
i
s
e
 
i
n
 
q
u
e
s
t
i
o
n

D
a
t
e
s
 
s
h
i
p
p
e
d

O
r
i
g
i
n
 
t
e
r
m
i
n
a
l

E
x
a
c
t
 
d
a
m
a
g
e
 
n
o
t
e
d

D
e
c
i
d
e
 
w
h
a
t
 
i
s
 
n
e
x
t
 
t
h
i
n
g
 
t
o
 
b
e
 
d
o
n
e

A
r
r
a
n
g
e
 
f
o
r
 
d
a
m
a
g
e
d
 
m
e
r
c
h
a
n
d
i
s
e
 
t
o
 
b
e

p
i
c
k
e
d
 
u
p

A
r
r
a
n
g
e
 
f
o
r
 
o
n
 
t
h
e
 
s
p
o
t
 
i
n
s
p
e
c
t
i
o
n
o
f

e
x
t
e
n
d
e
d
 
d
a
m
a
g
e

c>

D
E
C
I
S
I
O
N
S

C
U

E
S

E
R

R
O

R
S

H
o
w
 
t
o
 
p
r
o
p
e
r
l
y
 
d
e
a
l
 
w
i
t
h
 
e
a
c
h
 
c
u
s
t
o
m
e
r

T
y
p
e
 
o
f
 
d
a
m
a
g
e

M
i
s
h
a
n
d
l
i
n
g
 
o
f
 
a
 
c
u
s
t
o
m
e
r

W
h
a
t
 
a
c
t
i
o
n
 
t
o
 
t
a
k
e



(T
A

S
K

 S
I A

I L
IM

N
 I

/
R
E
C
E
I
V
E
 
C
U
S
T
O
M
E
R
 
C
O
M
P
L
A
I
N
T
S
 
A
B
O
U
T
 
D
A
M
A
G
E
D
 
F
R
E
I
G
H
T

1

S
C

IE
N

C
E

f

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

E
x
h
i
b
i
t
 
c
a
p
a
c
i
t
y
 
t
o
 
a
s
c
e
r
t
a
i
n
 
b
e
s
t
 
s
e
r
v
i
c
e
 
f
o
r
 
c
u
s
t
o
m
e
r

M
a
i
n
t
a
i
n
 
c
o
n
s
c
i
o
u
s
 
a
w
a
r
e
n
e
s
s
 
o
f
 
t
h
e
 
n
e
e
d
 
f
o
r
 
b
a
l
a
n
c
e

b
e
t
w
e
e
n
 
t
e
n
s
i
o
n
,
 
r
e
l
a
x
a
t
i
o
n
,
 
d
i
f
f
e
r
e
n
t
 
o
r
 
c
l
a
s
h
i
n
g

v
a
l
u
e
s
 
e
x
p
r
e
s
s
e
d
 
v
e
r
b
a
l
l
y

M
a
i
n
t
a
i
n
 
a
w
a
r
e
n
e
s
s
 
o
f
 
p
h
y
s
i
c
a
l
 
e
x
p
r
e
s
s
i
o
n
s
 
b
a
s
i
c
 
t
o
 
p
e
a
k

p
h
y
s
i
c
a
l
 
p
e
r
f
o
r
m
a
k
x
e
,
 
t
h
e
 
q
u
a
l
i
t
i
e
s
 
b
a
s
i
c
 
t
o
 
o
p
t
i
m
a
l

m
e
n
t
a
l
 
p
e
r
f
o
r
m
a
n
c
e
:

a
t
t
e
n
t
i
o
n
,
 
o
b
s
e
r
v
a
t
i
o
n
,

c
o
n
c
e
n
t
r
a
t
i
o
n
,
 
m
e
n
t
a
l
 
c
l
a
r
i
t
y
 
a
n
d
 
o
r
g
a
n
i
z
a
t
i
o
n

E
x
h
i
b
i
t
 
q
u
a
l
i
t
i
e
s
 
o
f
 
t
a
c
t
,
 
c
o
n
s
i
d
e
r
a
t
i
o
n
 
a
n
d

g
r
a
c
i
o
u
s
n
e
s
s
,
 
s
e
l
f
-
c
o
n
f
i
d
e
n
c
e
,
 
c
o
m
p
o
s
u
r
e
,
 
s
e
l
f
-

c
o
n
t
r
o
l
,
 
s
e
l
f
-
r
e
l
i
a
n
c
e
 
a
n
d
 
a
d
a
p
t
a
b
i
l
i
t
y

M
a
i
n
t
a
i
n
 
c
a
p
a
c
i
t
y
 
t
o
 
p
e
r
c
e
i
v
e
,
 
q
u
i
c
k
l
y
 
i
n
t
e
g
r
a
t
e
 
a
n
d

f
u
n
c
t
i
o
n
 
w
e
l
l
 
i
n
 
t
h
e
 
f
a
c
e
 
o
f
 
a
d
v
e
r
s
i
t
y
;
 
t
o
 
c
o
p
e

w
i
t
h
 
c
o
n
f
l
i
c
t
 
b
e
h
a
v
i
o
r

G
r
a
n
t
 
a
p
p
r
o
p
r
i
a
t
e
 
r
e
g
a
r
d
 
f
o
r
 
c
u
s
t
o
m
e
r
'
s
 
u
n
i
q
u
e
 
n
e
e
d
s

L
i
s
t
e
n
 
o
p
e
n
l
y
 
a
n
d
 
a
t
t
e
n
t
i
v
e
l
y
 
i
n
 
c
o
m
m
u
n
i
c
a
t
i
o
n
 
p
r
o
c
e
s
s

U
s
e
 
o
f
 
N
u
m
b
e
r
s
 
(
w
i
t
h
o
u
t
 
c
a
l
c
u
l
a
t
i
o
n
)

R
e
c
o
r
d
i
n
g

W
h
o
l
e
 
n
u
m
b
e
r
s

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S
S
p
e
a
k
i
n
g

L
i
s
t
e
n
i
n
g

R
e
a
d
i
n
g

W
r
i
t
i
n
g

T
e
l
e
p
h
o
n
e

T
e
l
e
p
h
o
n
e

D
a
m
a
g
e
 
r
e
p
o
r
t
s

M
e
m
o
s

T
e
r
m
i
n
o
l
o
g
y

P
e
r
s
u
a
s
i
o
n
 
a
n
d
 
s
a
l
e
s
 
t
e
c
h
n
i
q
u
e
s

D
i
s
c
r
i
m
i
n
a
t
e
 
f
a
c
t
s
,
 
r
e
c
o
g
n
i
z
e

o
p
i
n
i
o
n
s
,
 
w
o
r
d
 
d
e
f
i
n
i
t
i
o
n
,
 
n
o
t
e

t
a
k
i
n
g

C
o
m
p
r
e
h
e
n
s
i
o
n

D
e
t
a
i
l
/
I
n
f
e
r
e
n
c
e

I
n
f
o
r
m
a
t
i
o
n
a
l
 
r
e
p
o
r
t

T
e
r
m
i
n
o
l
o
g
y

M
e
m
o
 
f
o
r
m
a
t

T
e
r
m
i
n
o
l
o
g
y

D
e
s
c
r
i
p
t
i
o
n

I
I
I

6
3



'7
0

(
T
A
S
K

S
T

A
T

E
M

E
N

T
)

T
A
K
E
 
A
P
P
R
O
P
R
I
A
T
E
 
S
A
L
V
A
G
E
 
O
R
 
R
E
P
A
I
R
 
A
C
T
I
O
N

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

H
A

Z
A

R
D

D
a
m
a
g
e
d
 
m
e
r
c
h
a
n
d
i
s
e

T
e
l
e
p
h
o
n
e
 
o
r
 
t
e
l
e
t
y
p
e

I
n
s
p
e
c
t
i
o
n
 
r
e
p
o
r
t

11
1=

11
11

11
11

11
0r

C
o
n
t
a
c
t
 
c
l
a
i
m
 
a
g
e
n
t
 
f
o
r
 
i
n
s
t
r
u
c
t
i
o
n
s

o
n
 
p
r
o
p
e
r
 
h
a
n
d
l
i
n
g

S
e
n
d
 
m
a
t
e
r
i
a
l
 
t
o
 
c
l
a
i
m
 
a
g
e
n
t
'
s

o
f
f
i
c
e

S
e
l
l
 
m
e
r
c
h
a
n
d
i
s
e
 
l
o
c
a
l
l
y
 
a
n
d
 
f
o
r
w
a
r
d

r
e
c
e
i
p
t
s

F
r
e
e
 
a
s
t
r
a
y
 
b
i
l
l
i
n
g
 
t
o
 
s
e
n
t
 
s
h
i
p
m
e
n
t

t
o
 
c
l
a
i
m
 
a
g
e
n
t

C
h
e
c
k
 
w
i
t
h
 
c
l
a
i
m
 
a
g
e
n
t
 
o
n
 
p
r
o
p
e
r
 
s
e
l
l
-

i
n
g
 
p
r
i
c
e
 
o
f
 
m
a
t
e
r
i
a
l

A
r
r
a
n
g
e
 
t
o
 
r
e
t
u
r
n
 
m
e
r
c
h
a
n
d
i
s
e
 
t
o

m
a
n
u
f
a
c
t
u
r
e
r
 
f
o
r
 
r
e
p
a
i
r
 
o
r
 
r
e
p
l
a
c
e
-

m
e
n
t

D
E
C
I
S
I
O
N
S

D
e
t
e
r
m
i
n
e

a
c
t
i
o
n

C
U

E
S

I
n
t
e
r
e
s
t
e
d
 
b
u
y
e
r
 
a
t
 
t
e
r
m
i
n
a
l

C
l
a
i
m
s
 
a
g
e
n
t
'
s
 
i
n
s
t
r
u
c
t
i
o
n
s

L
o
s
s
 
o
f
 
r
e
v
e
n
u
e

E
R

R
O

R
::



T
A
K
E
 
A
P
P
R
O
P
R
I
A
T
E
 
S
A
L
V
A
G
E
 
O
R
 
R
E
P
A
I
R
 
A
C
T
I
O
N

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

E
x
h
i
b
i
t
 
c
a
p
a
c
i
t
y
 
t
o
 
a
s
c
e
r
t
a
i
n
 
b
e
s
t
 
s
e
r
v
i
c
e
 
f
o
r
 
c
u
s
t
o
m
e
r

M
a
i
n
t
a
i
n
 
c
o
n
s
c
i
o
u
s
 
a
w
a
r
e
n
e
s
s
 
o
f
 
t
h
e
 
n
e
e
d
 
f
o
r
 
b
a
l
a
n
c
e

b
e
t
w
e
e
n
 
t
e
n
s
i
o
n
 
a
n
d
 
r
e
l
a
x
a
t
i
o
n

M
a
i
n
t
a
i
n
 
a
w
a
r
e
n
e
s
s
 
o
f
 
p
h
y
s
i
c
a
l
 
e
x
p
r
e
s
s
i
o
n
s
 
b
a
s
i
c
 
t
o
 
p
e
a
k

p
h
y
s
i
c
a
l
 
p
e
r
f
o
r
m
a
n
c
e

M
a
i
n
t
a
i
n
 
a
w
a
r
e
n
e
s
s
 
o
f
 
q
u
a
l
i
t
i
e
s
 
b
a
s
i
c
 
t
o
 
o
p
t
i
m
a
l
 
m
e
n
t
a
l

p
e
r
f
o
r
m
a
n
c
e
:

a
t
t
e
n
t
i
o
n
,
 
o
b
s
e
r
v
a
t
i
o
n
,
 
c
o
n
c
e
n
t
r
a
t
i
o
n
,

m
e
n
t
a
l
 
c
l
a
r
i
t
y
 
a
n
d
 
o
r
g
a
n
i
z
a
t
i
o
n

G
r
a
n
t
 
a
p
p
r
o
p
r
i
a
t
e
 
r
e
g
a
r
d
 
f
o
r
 
c
u
s
t
o
m
e
r
'
s
 
u
n
i
q
u
e
 
n
e
e
d
s

W
h
o
l
e
 
n
u
m
b
e
r
s

D
e
c
i
m
a
l
 
f
r
a
c
t
i
o
n
s

U
s
e
 
o
f
 
N
u
m
b
e
r
s
 
(
w
i
t
h
o
u
t
 
c
a
l
c
u
l
a
t
i
o
n
)

C
o
u
n
t
i
n
g
,
 
R
e
c
o
r
d
i
n
g

N
u
m
b
e
r
 
r
e
c
o
g
n
i
t
i
o
n

B
a
s
i
c
 
A
r
i
t
h
m
e
t
i
c
 
S
k
i
l
l
s
 
a
n
d
 
C
o
n
c
e
p
t
s

E
s
t
i
m
a
t
i
o
n
,
 
G
u
e
s
s
 
a
n
d
 
c
h
e
c
k
 
m
e
t
h
o
d
,
 
R
u
l
e
 
o
f
 
t
h
u
m
b
,

[
A
p
p
r
a
i
s
a
l
)

C
O

M
M

U
N

IC
A

T
IO

N
S

i

P
E

R
F

O
R

M
A

N
C

E
M
O
D
E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

a

S
p
e
a
k
i
n
g

L
i
s
t
e
n
i
n
g

W
r
i
t
i
n
g

T
e
l
e
p
h
o
n
e

T
e
l
e
p
h
o
n
e

F
r
e
e
_
i
l
t
r
a
y

F
r
e
i
g
h
t
 
b
i
l
l

T
e
r
m
i
n
o
l
o
g
y

C
l
a
r
i
t
y
 
o
f
 
e
x
p
r
e
s
s
i
o
n

D
i
s
c
r
i
m
i
n
a
t
e
 
f
a
c
t
s

W
o
r
d
 
d
e
f
i
n
i
t
i
o
n

N
o
t
e
 
t
a
k
i
n
g

D
e
s
c
r
i
p
t
i
o
n

I
.
.
.
.
f
o
r
m
a
t
i
o
n
a
l
 
r
e
p
o
r
t
s

6
5

"1



Duty F Handling Collections and Accounts Receivable

1 Receive money collections from drivers or dispatcher

2 File cashier copies of freight bills of inbound shipments

3 Make out bank deposit
4 Maintain file of customer accounts receivable on current basis

5 Determine and handle past due accounts
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Duty G Storing and Retrieving Shipment Information

1 Maintain file of freight bills of outgoing shipments
2 Maintain file, by shipper, of original bills of lading
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Duty H Taking All Incoming Phone Calls

1 Answer and transfer all incoming calls to proper destination
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GLOSSARY

Accounts receivable - .,11 unpaid freight bills

Bill of Lading (B/L) - contract between shipper and carrier (freight company)

Commodity rate - special rate governing volume or truck load movement between two specific

Points on a certain commodity
Consignee - person who receives freight that is shipped

Cons..gnor - person who ships freight
Dispatch sheet - large worksheet on which is recorded requests of customers for pick-ups

Expedite freight - anything done to make delivery faster or easier for the customer

Extensions - multiplying weight times rate and recording total price on a bill of lading

Free astray - no charge freight bill
Freight bill - invoice that informs shipper or receiver of the freight charges that are due

and that identifies a shipment from pick-up to final delivery

Interline freight - freight that requires the handling of more than one common carrier to

reach its final destination
LTL - less than a full truck load
Manifest - list of freight bills loaded on one truck

National Motor Freight Classification (NMFC) - listing of all products and commodities mov-

ing by common carriers containing official classification of each item for rate purposes

0. S. and D. - any reference to overage, shortage or damage to wrChandise

Origin terminal - the point from which merchandise is first shipped by the carrier (the ori-

ginal pick-up point)
Over-the-road - any shipment sent outside the local area

Pro number - freight bill number assigned 'ay the freight company

Rate split - division of freight revenue between two or more common carriers

Routing - scheduling the order of pick-up or delivery of freight

Tandems - twin axles, each with four wheels mounted on the rear of a semi trailer

Tariff - official price list authorized by the I.C.C. outlining all rates and rules governing

the movement of freight between different areas
Tariff supplement - publications of I.C.C. detailing price and rate changes

Tote board - bulletin board that lists all equipment available to a terminal and the lcca

tions of that equipment
Trip sheet - driver's list of bills and delivery or pick-up points


